FILING A DOCUMENT/DOCKETING- TRUSTEE/US TRUSTEE
*EXAMPLE: NOTICE OF INTENT TO SELL PROPERTY**

The following instructions will guide you through the process of filing and docketing a document
in the “Trustee/US Trustee” events in the Electronic Case Filing (ECF) system.

STEP 1 Select Bankruptcy from the Main Menu, and then click on Trustee/US Trustee
hypertext link.

STEP 2 The Case Number entry screen appears.

Bankruptcy + Adversary + Query = Reports + Utilities + Logout @

Trustee action

Case Number

‘ 00-12345, 1:00-ble- 12345 or 1-99-blk-12345

Mext Clear
4 Enter a case number, and click on the Next button to continue.
* If the computer prompts that you entered an invalid case number, click on

Back hypertext link to re-enter.

2 Click on Next.

STEP 3 This screen allows you to select the type of pleading being filed.

Bankruptcy . Adversary . Query - Reports . utilities . Logout @

Trustee action

02-00011 EACE HORSE and GATEWAY

Motice of Abanddonment =
MNotice of Intent to Abandon Prope

Motice of Intent to Sell Froperty:

Motice of Late Filed Claim

Motice of Oral Continuance of 341 Meeting
Maotification of Debtor(s)'s Quarterly Fees
(Ohjection to Confirmation of Plan

Report of Sale

Next Clear

]



L 4 Using up and down arrows to right of box, scroll the options to highlight the

type of document being filed.

L 4 Click on Next to proceed, or Clear to repeat selecting.

STEP 4 Select the Party screen appears:

Bankruptcy . Adversary . Query  « Reports

Trustee action:
02-00011 RACE HORSE and GATEWAY

Select the Party:

ACCOUNTANT, MR [priace] AddfCreate New Party
FIRST INTERSTATE BANK [cror]

GATEWAY [phydb]
HORSE, RACE [pty:ch]
JEMSEM, NEAL [ustust]
SAMSON RICHARD Jtrir

MNext Clear

utilities . Logout @

L 4 Click on the name of the Trustee filing the Notice of Intent to Sell Property.

2 Click on Next.

STEP 5 The attorney/party association screen appears.

Bankruptcy . Adversary . Query  « Reports

[Trustee action:
02-00011 RACE HORSE and GATEWAY

[The following attorney/party assoctations do not exist for this case
[Please check which associations should be created for this case

I SAMSON, RICEARD (i) represented by SAMSON, RICHARD (aty)

M Clear

Utilities . Logout @

NOTE FOR ASSOCIATION: Click the box to associate the attorney with the party
added/selected. Click NEXT to continue. [You may receive this message if an attorney

has not previously been associated with the party].



STEP 6 Select the PDF Document screen appears:

* & o o

02-00011 RACE HORSE

Select the pdf document (for example: CA195cv501-21 pdf).
Filename

YWhimaginghothen3AMPLE PDF DOCL - Browse
Attachments to Document: © Mo & Ves

M Clear

Type the file name in the blank box, being sure to include pdfsuffix, or click on
Browse. The Choose file screen will appear:

Look i Ia other j = £ Ev
Flphone 5606511
Tphone extensions  55103.98
Tphone st 48096,51
SAMPLE PDF DOCIY
Tschedf
Tltrapt] Type: Adobe Acrobat Document
Fzeimd Size; 19.0 KB
4 ]
File name: |SAMPLE PDF DOCUMENT  3ssi1ss v Open |
Files of type: | Al Files [+) =l Cancel |
g

Change Files of type: to Acrobat [*.pdf] or All Files.
Change File name: to appropriate drive where document is located.
Click on file name to be associated with this entry.

Click on file name to be associated with this entry. Right click and Open
to view document



L 4 Double Click or Click on Open. The following screen appears:

02-00011 RACE HORSE

Select the pdf decument {for example: CA189cwd01-21.pdf).
Filename

Wiimaging\otherSAMPLE PDF DOCL  Browse.
Attachments to Document: © Mo & Yes

M Clear

If there are attachments to document, e.g. exhibit, appendix, efc.
4 Click on the radio button next to Yes.

L 2 Click on Next.

STEP 7 Select one or more attachments screen appears. All exhibits must be attached at
this screen:

Select one or more attachments.
1) Enter the pdf decument that contams attachment (for example: Chappendiz pdf)
Filename

|W timagingiothehSAMPLE POF DOCL - Browse...

2) Select a document type andfor enter a description.
Type Description
|Aﬂ\dath J |Jne Banker, First Citizens Bank
3) Add the filename to the list box below. If you have more attachments, go back to Step 1. When the list of filenames is complete, click on the Mext button.

" Add fo List

Remove from List

Select the filename of your attachment by using Browse.
Click on the ¥ down arrow next to Type and click on type of attachment.
Click in Description box and type in any additional description.

Click on Add to List.

®* 6 o6 o o

Continue to Add Attachments using the above steps as necessary.



4 Once all attachments have been added, click on Next.
If there are no attachments to document:

L 4 Click on Next and the following screen appears.

Bankruptcy . Adversary . Query  » Reports . utilities . Logout @
Trustee action:
02-00011 RACE HORSE and GATEWAY

objection due date: 01/5/2003

Clear

NOTE the 10 days to object to the Motion will be automatically calculated in ECF.
This date CANNOT

be modified. Click on Next.

STEP 8 Docket Text: Modify as Appropriate screen appears.

Bankruptcy . Adversary . Query -« Reports . Utilities . Logout @
ITrustee action:
02-00011 RACE HORSE and GATEWAY

Docket Text: Modify as Appropriate.

*| Trustee's Notice of Intent to Sell [2001 Ford Taurus| Filed by RICHARD SAMSON . Ohjection
Due hy 1/5/2003. (SAMSON, RICHARD)

MNext Clear

To add a prefix to docket text of motion/application:
Click on the arrow to right of first box.
Select correct modifier.

L 2R 2

To add additional text, i.e., description of property:
Click in the second box.

*
2
L 4 Type in any additional description of motion/application.
2 Click on Next to continue

Verify docket entry as it appears on screen.
L 4 If correct, click on Next to submit filing to court.

L 4 If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.
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4 If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

STEP 9 Docket Text: Final Text screen appears.

Bankruptcy . Adversary . Query = Reports . utilities . Logout @

Trustee action:
02-00011 RACE HORSE and GATEWAY

Docket Text: Final Text

Trustee's Notice of Intent to Sell 2001 Ford Taurus Filed by RICHARD SAMSON. Objection Due by
1/5/2003. (SAMSON, RICHARD)

Attention!! Submitting this screen commits this transaction. You will have no further opportunity to modify this
submission if you continue.

Clear |

Verify docket entry as it appears on screen.
If correct, click on Next to submit filing to court.

If docket entry is incorrect, press Back to make corrections, or start over by
clicking on Bankruptcy on the main menu bar.

Receipt of Filing

Once entry is submitted after final approval, the Notice of Electronic Filing screen appears.
This screen gives confirmation that the system has received the entry, and the entry now is an
official court document. Scroll down to view entire receipt.



Bankruptcy . Adversary . Query - Reports - Utilities . Logout @

[Trustee action: &
02-00011 RACE HORSE and GATEWAY

M atice of Electronic Filing

[The following transaction was recetved from SAMSON, EICHARD entered on 12/16/2002 at 2:22 P MTH and filed on 12/16/2002
Case Name: FACE HOESE and GATEWATY

Case Number: 02-00011

Document Numher: 52

Dacket Text:
[Trustee's MNotice of Intent to Sell 2000 Ford Taurus Filed by BICHARD SAWSON. Objection Due by 1/5/2003 (SAWMSON, RICHARD)

IThe following document(s) are associated with this transaction

[Document description:}ain Document

(Original filename: K /imaging/5/p35-02-61005 50615 27 pdf

[Electronic document Stamp:

[STANE blecfStamp_ID=986323632 [Date=12/16/2002] [Filelumber=693-0] [3
9dd1a2e7f6dc5f39b95a9 327826976640 542893923 11c808d92a468e60a1ec ITIEEY
E5969ch 53857 1ed4 3087 1504 25cf 109 1BaBeBeb 1 935 9668cbalf15]]

2-00011 Notice will he electronically mailed to:

UAMES A PATTEN  japatten@yahoo.com

[FEICHARD SAWSON  sameonri@vahoo,com. I

@] Done [ 8 8 nemet

The Notice of Electric Filing appears each time you submit a filing to the court through the ECF
System. Each notice will include the following:

Who filed the document:

Date and Time:

Case Name:

Case Number:

Document Number:

Original filename (pdf):

Electronic document Stamp:

Print receipt

L 2 Click on File at top of Internet Explorer screen and select Print, or

L 4 Click on the Printer Icon at the top of the page.

[Note: It is highly suggested that copies of receipts be maintained for your records]
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